SOP Template: Sealing, Boxing, and Palletizing
Instructions

This SOP provides detailed sealing, boxing, and palletizing instructions to ensure efficient packaging and secure
handling of products. It covers the proper methods for sealing packages to prevent damage, criteria for boxing items to
optimize space and protection, and guidelines for palletizing to facilitate safe and stable transportation. The aim is to
maintain product integrity, improve warehouse organization, and enhance logistics efficiency.

1. Purpose

To establish standardized procedures for sealing, boxing, and palletizing products for storage or shipment.

2. Scope

This procedure applies to all warehouse and production staff involved in packaging and shipping products.

3. Responsibilities

¢ Warehouse Staff: Execute the sealing, boxing, and palletizing steps as per instructions.
e Supervisors: Ensure compliance with this SOP and provide necessary training.
¢ Quality Assurance: Inspect adherence to SOP and address deviations.

4. Materials and Equipment

Packing tape/dispenser/sealer

Packaging boxes of appropriate sizes

Pallets (wooden/plastic)

Pallet wrap (stretch film or shrink wrap)

Label printer/labels

Cutters/scissors

Strapping tools (if required)

Product-specific dunnage (bubble wrap, foam, etc.)

5. Procedure

5.1 Sealing Instructions

Verify that all items are packed in proper inner packaging according to company standards.
Close the box flaps securely, ensuring no protrusions or overfilled sections.

Seal the center seam using industrial packing tape, running tape at least halfway down the sides.
Apply 'H' or 'double H' tape method for added strength, taping both the edge and center seams.
Check seals for gaps, tears, or improper adhesion and re-seal if necessary.
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5.2 Boxing Instructions

Select box size according to product dimensions-avoid under- or overfilling.

Place items inside, using appropriate dunnage to prevent movement and damage.
Do not exceed maximum weight limit indicated for the box.

Ensure labels (handling, shipping, or product identification) are correctly attached.
Stack boxes ready for palletizing, grouping by order, SKU, or destination as required.
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5.3 Palletizing Instructions

Inspect pallet for damages or contamination prior to use.

Position the heaviest and largest boxes at the bottom layer for stability.

Arrange boxes in a &€oebrick&€ or interlocking pattern to increase stability.

Ensure boxes do not overhang the edges of the pallet.

Stack boxes evenly, maintaining a flat, stable surface on each layer.

Pallet height should not exceed company or carrier transport regulations.

Secure the entire load using stretch wrap or shrink wrap, starting from the pallet base and enveloping to the top.
Use strapping or additional corner boards for high or sensitive loads if needed.

Attach clear labeling to the outside of the pallet for identification and handling instructions.
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6. Quality Control Checks

Check all seal tapes and wrapping for complete application and adhesion.
Confirm that box contents are undamaged and secure.

Ensure pallets are stable and conform to stacking requirements.

Verify that all labels are accurate and legible.

7. Health and Safety

¢ Always use personal protective equipment (PPE) as required.
e Lifting techniques and pallet stacking must comply with safety guidelines to prevent injury.
e Keep work areas organized and clear of tripping hazards.

8. Documentation

e Complete packing list and shipment documentation for each pallet.
¢ Log any damaged or rejected packaging materials.
¢ Maintain training records for all staff involved in packaging and palletizing.

9. Revision History

Date Revision Description Author

[YYYY-MM-DD] 1.0 Initial SOP creation [Name]
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